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I nstructi on Menor andum No. BC-98-002
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I nstructi on Menorandum No. NI -98-4000

Expires: 9/30/99

To: Al'l Denver National Centers, Colorado State O fice, and Speci al
National Projects & Initiatives Enpl oyees

From Denver National Center Directors, State Director, Col orado, and
Special National Projects & Initiatives Director

Subj ect : Enmergency Situation Procedures (Inclenment Wather)

The followi ng procedures apply to the above offices during inclenment weather
and ot her emergency situations. Enployees are encouraged to keep a copy of
this nenmorandum at their workstation and a copy at hone for reference during
energency conditions.

EVMERGENCY S| TUATI ONS OCCURRI NG DURI NG DUTY HOURS

1. The Denver Federal Executive Board (DFEB) Chairperson and/or Vice
Chairperson will obtain input fromthe local authorities to determine if
conditions warrant early dismi ssal

2. If the decision is to recommend early dismssal, the DFEB Chairperson/Vice
Chairperson will activate the DFEB “hotline” by recording the foll ow ng
nessage:

“Today is ... and the tine is ... The DFEB reconmends early dism ssal of
Federal enployees. You are requested to inplenent your agency
procedures for early dism ssal due to weather conditions (or other
energency if applicable).”

3. The Goup Adm nistrator for the Denver Center Support Services G oup (or
acting) and the Director, Colorado State O fice (or acting) will call the DFEB
hotline for the recommended course of action. Enployees should not call the
DFEB office for disnmissal information. It is DFEB s policy that the “hotline”
nunber be kept confidential and only given to those persons within each agency

and installations who are designated or who have the authority, in the absence
of the agency or installation head, to rel ease enpl oyees. Under no
circunstances is this nunber to be dissem nated to enpl oyees.



4., The Denver National Centers and the Colorado State Ofice will make a
bilateral decision to disniss enployees. The dismissal tine will be announced
by managenent.

As necessary, agency release tines may be staggered in order to mninize
traffic disruption.

EVERGENCY Sl TUATI ONS OCCURRI NG DURI NG OFF- DUTY HOURS

1. The DFEB Chairperson and/or Vice Chairperson will deternine that an
energency situation exists which warrants consi deration of del ayed reporting
or nonreporting of personnel to federal offices and installations. [Input from
| ocal authorities will be obtained prior to naking a determi nation. Every
effort will be nade to make a decision and record the information on the DFEB
“hotline” by 5:30 a.m of the workday in question

2. Upon DFEB recommendati on to have del ayed reporting/closure of federa

of fices and installations, the followi ng television and radio stations will be
notified with appropriate reporting or closure information. These are the
only sources of information that DFEB will use. |Information broadcasts on
other stations are not considered official.

Radi o St ation Tel evision Station
KOA AM 850 KCNC Channel 4

3. Enpl oyees are to tune into the above stations for reporting/closure
information. The code words to listen for are: “THE FEDERAL EXECUTI VE
BOARD. " Possi bl e DFEB reconmendati ons are as fol | ows:

a. “The Federal Executive Board is closed.” (Al BLM enployees are to
interpret this as nmeaning all BLM I ocations are closed for the entire day.)

b. “The Federal Executive Board is on late reporting.” (Al BLM
enpl oyees are to interpret this as neaning all BLM | ocations are open, but
reporting tinme will be del ayed.)

Note 1: BLM managenent may override the DFEB recomendation to cl ose
In this case, an internal calling systemw Il be used to informall enployees
of the BLM decision to close. Each National Center, State Ofice, and the
Special Initiatives & Projects Ofice will be responsible for developing its
own tel ephone cascade list. Supervisors may also want to record the del ayed
reporting or closure information as a nmessage on their voice mail at work for
enpl oyees to call

Note 2: This plan is not applicable to certain operations or essenti al
enpl oyees who nust continue on the job regardl ess of any del ayed
reporting/closure plans. BLM essential enployees will be notified by their
i ndi vi dual supervisors about their reporting requirenents.

Note 3: Al enpl oyees are to presune, unless otherw se notified, that
their offices or activities will be open each regul ar workday regardl ess of
weat her or ot her energency conditions which nmay devel op. Enpl oyees are
expected to cope with difficult driving conditions and noderate di sruptions of
the public transportation system

Leave Policy

I f the Denver Federal Center and/or the Colorado State Ofice are not closed
but poor driving conditions cause enployees to be late for work, supervisors
are authorized to approve adnministrative | eave for short periods (up to one
hour) at their discretion, according to the severity of the circumstances.



Adm nistrative | eave for energency situations nore than one hour can only be
granted after the National Center Directors, State Director and Speci al
Initiatives & Projects Oficer have determ ned, that, on an office w de basis,
nmore than one hour of administrative |leave is appropriate. Such |eave should
be properly entered on the tine and attendance reports as administrative
leave. 1In the case that a delayed reporting is recommended by the DFEB or the
Directors, the one hour of supervisory granted adninistrative |eave is not

al  owabl e. Enpl oyees who report to work after the specified tine will be
charged with annual |eave or |eave w thout pay (LWOP), or Absence Wt hout
Oficial Leave (AWDL), as appropriate.

Questions are often asked about enpl oyees absent on approved preschedul ed

| eave (annual or sick) on days offices are closed because of an energency
situation. The effect on such enpl oyees depends on whether the office closed
prior to the start of the workday or during work hours. Wen an office is

cl osed before the workday begins, there is no official workday and enpl oyees
are given adm nistrative | eave. This includes enpl oyees who had annual or
sick | eave approved in advance. Wen an office is closed during work hours
and enpl oyees are disnissed early, admi nistrative leave will not be granted to
enpl oyees already in | eave status. Such enpl oyees are charged the appropriate
| eave for the full day.

Al ternate Wrk Schedul e | npacts

Enpl oyees on alternate work schedules will be affected in the followi ng ways
in situations of office closure caused by energency conditions: Wen offices
are closed prior to the start of the workday, the nmaxi mum nunber of hours an
enpl oyee on a flexible work schedule can record as adnministrative |eave is 8
(Fl exi bl e work schedul es include naxiflex, alternate workday, and alternate
wor kweek.) Fewer than 8 hours work will be recorded by such enpl oyees when

t he enpl oyee needs less than 8 to reach 80 hours for the pay period.

Enpl oyees on conpressed work schedul es (5/4/9 or 4-10s) record the nunber of
hours they were scheduled to work that day as administrative leave. |If the
schedul ed |ieu day occurs when adm nistrative |leave is granted, the enpl oyee
wi Il not be given adninistrative |eave.

Wien offices are closed during the workday, enployees on flexible work
schedul es record the difference in the nunber of hours worked from 8 hours as
admi ni strative | eave (however, they would record |l ess hours if they needed the
smal | er nunber to reach 80 hours for the pay period). Enployees on conpressed
wor k schedul es record the difference in the nunmber of hours worked and nunber
of hours they were scheduled to work that day as admi nistrative | eave.

| ndi vi dual Preparation

Enpl oyees are encouraged to plan ahead for their other obligations and inform
their supervisors of potential problens. For exanple, if school or senior
citizen center closure will necessitate your absence on snow days, inform your
supervi sor now. Informed planning, on an individual and organi zational basis,
is the best way to nitigate the inpacts of any energency situation that nay
occur.

Questions concerning the energency situation procedures should be directed to
Robert Pi nkney (BC-650) at 236-9420, or Greg Lancaster (CO 951) at 239-3676
For questions concerning | eave policy, please contact Phyllis O Neill (HR-220)
at 236-6505, or Susan Mel ke (CO 953) at 239-3937
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